
Public Service Officer - Under general supervision of a Police Sergeant, performs a 
variety of administrative and support services within the police department where a 
licensed police officer is not required. Knowledge of police department practices, policies 
and procedures for assigned area. Knowledge of computers and related equipment, 
hardware and software to maintain databases, files and records. Knowledge of general 
office equipment and operational practices and procedures. Knowledge of inventory 
control and purchasing practices and procedures. Knowledge of basic custodial and 
maintenance practices and procedures. Skill in monitoring prisoners. Skill in effective 
oral and written communications. Skill in assisting in a variety of administrative and 
routine department duties. Skill in following verbal and written directions. Skill in 
resolving customer complaints and concerns. High School Diploma or G.E.D. Must pass 
a pre-employment drug screen, criminal background check, MVR check, physical agility, 
polygraph test and/or post-offer physical exam. Must possess valid State of Texas 
Drivers License. Salary $13.44/hour + Benefits Position subject to close without 
notice. 
 


